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SPRING 2007 ELDA K-12 TESTING SCHEDULE

DATE ACTIVITY

January—February Schedule and conduct training sessions for School Test
Coordinators (STCs), test administrators (TAs), and monitors.

Monday, December 4—Friday, January 12 Districts order customized test materials online from
Data Recognition Corporation (DRC).

Monday, February 26 State ELDA testing window begins.

Friday, April 20 State ELDA testing window ends.

Within one to three days after testing: District Test Coordinators (DTCs) return all test materials
to DRC.

Districts will have six weeks within the state window in which to administer the ELDA.
Because spring break occurs during the state window, it is not necessary for the district window to be six
consecutive weeks.

DTCs are responsible for training all personnel who will be administering the ELDA.




English Language Development Assessment Test Administration Manual

ENGLISH LANGUAGE DEVELOPMENT ASSESSMENT (ELDA)

Developed by

THE STaTE COLLABORATIVE ON ASSESSMENT AND STUDENT STANDARDS (SCASS)
for Assessing Limited English Proficient Students (LEP)
and
American Institutes for Research

with operational support provided by
Data Recognition Corporation

The ELDA is a product of the collaboration among LEP SCASS member states, the Council of
Chief State School Officers (CCSSO), and the U.S. Department of Education. Funding to support
development of this assessment has come from LEP SCASS member states, CCSSO, and the
U.S. Department of Education through a Section 6112 Enhanced Assessment Instruments grant.

Copyright© 2005 by the Council of Chief State School Officers. All rights reserved.

The Council would like to acknowledge and express its gratitude to the LEP SCASS members,
who have dedicated their time and insights to ensure that ELDA not only meets the requirements
of the law, but also meets the needs of students and teachers. LEP SCASS members contributing

significantly to the development of ELDA include staff from the following states:

Georgia Louisiana Oklahoma
Indiana Nebraska South Carolina
lowa Nevada Virginia
Kentucky New Jersey West Virginia
Ohio

CouNncIL oF CHIEF STaTE ScHooL OFFICERS

Valerie Woodruff (Delaware), President
Elizabeth Burmaster (Wisconsin), President-Elect
David Driscoll (Massachusetts), Vice-President

Gene Wilhoit, Executive Director

Don Long, Director, and Ellen Forte, LEP and ELDA Coordinator
State Collaborative on Assessment and Student Standards

Council of Chief State School Officers
One Massachusetts Avenue, NW
Suite 700
Washington, DC 20001-1431






English Language Development Assessment Test Administration Manual

TABLE OF CONTENTS

INTRODUCTION
TEST SECURITY 2
LEGAL REQUIREMENTS FOR TEST SECURITY ..vveiiiiutieiiiiieeeeiiteeeeiteeeesotreeeesireeeesssseeesessesesssssesssosssesssssesesnnns 2
STATE BOARD REGULATIONS ....uviiiiiiiiie ettt e eett e ettt e e et e e eetteeeeeateeeeenaaeeeeateeeeenseeeeenneeas 3
GUIDELINES FOR REPORTING TEST SECURITY VIOLATIONS .....cuvvvrieeeeeriiurreeeeeeeeiitreeeeeeeeeenneeeeeeeeesisnneeeeseeens 6
TEST SECURITY VIOLATIONS AND STUDENTS WITH DISABILITIES ....cceeeeiiiiiiireeeeeeeeeineeeeeeeeeeennneeeeseeennnnneness 8
ADMINISTRATIVE GUIDELINES. .....utvteeeittreeeotteeeeeseeeesessseeesssseseassseeaasssssesssssseassssassasssssensssssssssssessssssseenes 9
TESTING NOTIFICATION .....uvvvreeeeeeeeitireeeeeeeeeeireeeeeeeeeeitrereeeeeeeeetsreseeeeeeetsseseeeeeesarssaeeseeeninssreseeeeennsreeeens 10
TESTING DAYS AND HOURS.....oeiiiiiiiiiiiiii ettt e ettt e e ettt e e ete e e eeataeeesaaseeeeasaeeesassasasnssaeeennsseeans 11
APPROPRIATE TEST ENVIRONMENT ......c0ciiiiiiiiiiiieeeeeiiitteeeeeeeeiittreeeeeeaeestreseeseeasessssssesesssssssssssessnnsssssees 11
DTC, STC, TA, AND MONITOR REQUIREMENTS 15
DTC AND STC REQUIREMENTS .....uuuuiiiieeiiiiteeeee et e eeeettteeeeeeeeeeeeettaaaaeesseeesetssaaaaeeseseeesssssnnnasaeeaees 15
TEST ADMINISTRATOR REQUIREMENTS .....eciiiuviieeiiieeesireeeeitteeeesereeessreeeessssesesssesesssssesesssesessssesesssseeans 15
IMONITOR DIUTIES ....tiiiiiitiie ettt ettt ettt e et e e ettt e e et e e eeatteeeetteeeeaatseseesseseeassaeeeansseseesseeeennsseeans 16
WHO IS TESTED?.. 17
STUDENT PARTICIPATION IN ELDA K12 ..ottt et e 17
TEST MATERIALS 19
IMANUALS . ..ceeeeeettttteee e e e eeetite e e e e e eeettte e e e e e eeeettaaeeeeeeeeeasrssaeaeeeeasstssaaaeeeeaassssssaeeeeaasssssaeeseeaassssaeaeeeeansrsneens 19
USE OF SUPPLEMENTAL TEST IMATERIALS. ......vvtiiititieitteeeeiteeeeeereeessreeessssseeessssesesssssesessssesesssssesssssseeens 19
SECURE MATERIALS SENT TO SCHOOLS......veeeeetireeeittreeeiteeeeeseeeesssseeeessesessessseesssssssssssssessssssessssssssssssens 19
PROCEDURES FOR SECURE MATERIALS ......ccocouvvireeeeeeeiirereeeeeeeiitreeeeeeeeeesssseeeseeessressseseessissssssssessnnssssseens 20
MATERIALS THE SCHOOL MUST SUPPLY ...eeietviieeiiieeeeeiieeeetteeestteeessreeessssesesssseeesssssssessssesessssssssssssseens 20
SCHOOL TEST COORDINATOR’S SECTION 21
PROCEDURES BEFORE THE TEST ADMINISTRATION ......uuuvvreeeeeeeenrereeeeeeeessnsreeeeeeeensneeeeeeeeensssresesessmnsnnneeees 21
PROCEDURES DURING THE TEST ADMINISTRATION. ......uuvvreeeeeesiurrreeeeeeeiieusrereesesssssssssesessssssssssseeessnsssssens 23
RETURN OF IMIATERIALS ....cvvvviiieieiiitineeeeeeeeecitteeeeeeeeeetaeeeeeeeeeeiataseeeeeeeeeasseeeeeeeesasasaeeeeeeanssseeeeeeennarseeens 24
ALLERT PAPERS ...ciittiie it et ettt e ettt e ettt e eeatve e e e taaeeeaatbesasasseeeeantaesasnssseesssseeenassesesnssseeeansreeans 25
TEST ADMINISTRATOR’S SECTION 26
PROCEDURES BEFORE THE TEST ADMINISTRATION ....ccceutvereeitrreeessreeeeesseeeesssesesssseseesssesessssesesssssseessssesens 26
PROCEDURES DURING THE TEST ADMINISTRATION. ......uuvvreeeeeeeiiurrreeeeeeeninurreeeeseeesisreseeeseeesissseeeseessnssssseens 27
PROCEDURES AFTER THE TEST ADMINISTRATION .....0eceieuvereesereeeesuresesssseeessssesessssesessssesessssesesssssesesssseeens 28
GENERAL DIRECTIONS GRADES 3-12 29
ASSESSMENT ROOM PREPARATION ....ccciuviiiiiiiiieiiiiieeeciteeeeeteeeeeiteeeeiteeeesatveeesaseseenassesesassesesnsseeeennsseeans 29
ASSESSMENT SCHEDULE AND TIME REQUIREMENTS.......uviiiiiiiieeeitiiieeiteeeeeteeeeeeteeeeeeateeeeeaveseeeaveeeeensneaean 29
BREAKS ..ttt ittt ettt ettt e ettt e ettt e e eeae e e e atbe e e e s taaee e ttaeeeantb e e e ettt eeeantbeeeantaeeeantaaeeantbeeeensraeeeanrraeann 30
SCRIPTED DIRECTIONS ..cuttiiiiiitieeeeiteeeeitteeeeeiteeeeetteeestaeeeesaseeeessseeeassesesaassesesssseeesassssesssseessnssesesnssens 30
PREPARATION FOR THE LLISTENING ASSESSMENT .....cccecuuvrrreeeeeniurrreeeeeesiiesrrereesesssssssssesessssssssssesssssnssssses 30
PREPARATION FOR THE SPEAKING ASSESSMENT .....cceeeeiurrreeeeeeeiirrreeeeeeeniisrreeeeeeensisnssseeseeeniissseseseesnssssseees 32

Spring 2007—ELDA Test Administration Manual
1



English Language Development Assessment Test Administration Manual

TABLE OF CONTENTS

K-2 ADMINISTRATIVE GUIDE 33
OVERVIEW OF THE INVENTORIES ....0eceettiieeitiieeeiieeeeeetteeeeetteeeeeseesesessseeessssseesssssessssssesassseesssssessnssseesnes 33

T1Ps FOR ADMINISTERING THE K—2 ASSESSMENTS .....cuuvtiireeieiiiirreeeeeeeiiirreeeeeeeessreeeeeeeeesinssseeeseessssssssenss 36
GRADES 3-12 READING DIRECTIONS 37
READING ADMINISTRATION DIRECTIONS AND SCRIPT ....vvvveeeeeeeiurrreeeeeeeeiurreeeeeeeessreeeeeeeeesisrseeeeeeensssseeens 37
GRADES 3-12 WRITING DIRECTIONS 44
WRITING ADMINISTRATION DIRECTIONS AND SCRIPT ....uvviieeerieeeiireeeeireeeessreeesssreeessasseeesssesesssssesesssseeens 44
GRADES 3-12 LISTENING DIRECTIONS 50
LISTENING ADMINISTRATION DIRECTIONS AND SCRIPT ...vvvieetvieeeiireeeeireeeestreeeeseseeeessseeesssesessssseeessssesans 50
GRADES 3-12 SPEAKING DIRECTIONS 57
SPEAKING ADMINISTRATION DIRECTIONS AND SCRIPT ......uvviiieirieeeeitieeeeeireeeeereeeeetreeeeesreeeeeseeeeesseseennnens 57
APPENDIX A—LABELING/CODING OF TEST BOOKLETS/ANSWER DOCUMENTS......... A-1
PREIDENTIFIED STUDENTS LLABELS ....eiiiitiiiiiitiieeeittieeeciteeeeette e e ettt e e e eteeeeetaeseeeaaaeeeeatteseeenseeeeensreeeeennes A-1
STUDENTS WITHOUT PREIDENTIFICATION LLABELS .....vvviiiiiiiiiiiieeeeeeeiiieeeeeeeeeecireeeeeeeeeeivaeeeeeeeeeavnneeeee s A-1
CopING ELDA ANSWER DOCUMENTS WITH PREIDENTIFIED LABELS .....cccccuviieiiiiiieeciiiee e e eveee e A-3
CopINg ELDA ANSWER DOCUMENTS WITH SINGLE DOCUMENT LABELS .......cociviiiiiiieieeiiieeceiiee e A4
CobDING THE DEMOGRAPHIC SECTION ON ELDA ANSWER DOCUMENTS .....cociiiiiiiiiieeeeeeeciieeeee e eeennee A-5
APPENDIX B—SAMPLES B-1
APPENDIX C—TESTING STUDENTS WITH DOCUMENTED DISABILITIES ..........ccccceeeuu.. Cc-1
A GENERAL INFORMATION.....00viiiiiiiiiiirieeeeeeeeeiitteeeeeeeeeiiateeeeeeeesissseeeeeeeeeissssseeeeeesasareseseseeseisreseseeeennns C-1

. Definition of an Individual with DiSabilities...........c.cceccveiiiiriirieeieeerereeeeeeeeee et C-1

. TESt SECUIILY VIOLALION ...ttt ettt ettt s et ese b se s e s sens et ensesessenesens C-1

. IEP and 504 Plan ReqUITEIMENLS . ......c.eoveuirieiirieiirieiisieit ettt sttt sttt C-1

o USE OF IMIOMIEOTS. ....eovevivicveeeeeteete ettt ettt eee et eaeete et e eae et e s esese s ensenseneesseneeneeseereeteereeseesesaessesenes C-1

o SPECIAL REGUESES. ....vvivieiieieeieiietetctecet ettt ettt ettt ettt e b s sese et beses st sebese e s sesese s sesesesesesesens C-1

B. ACCOMMODATIONS......utiiiiitieeeiiteeeeiteeeestteeestbeeeesesaeeesssseeeassseeessssseeeassseeassssaessssseessssssesesssseesennses C=2

1. Definition of an ACCOMMOAAION ............cevvieveeereeieeieeeeeeeeeeeete et e et e e eeeers e ereereereeasereenesaennas Cc=2

2. Examples 0f ACCOMMOAALIONS. .......eoiuiiuiiriiiieieiiete ettt ettt ettt et e sb et sbe e e sbee e eae C2

C. CUSTOMIZED IMATERIALS........uuvvveeeeeeeeeiireeeeeeeeeeisreeeeseeeetissseseeeeensisseseaseeesetssssseeeeeessssresseeeensisreses C4
.................................................................................................................................................. C-5

2. LATZE-PIINE ...vviviiictiiiieietcecte ettt ettt ettt ettt e b et s bbb st b ebesese s esesese st setese e s ebeseneesesesnaenas C-5

D. SUPPLEMENTAL MATERIALS AND DEVICES.....cccciiiiiiiiiieieeeeiiieeee e e eeeeiieeeeeeeeeeetaeeeeeeeeeaneeeeeeeeenenneees C-5

E. ADMINISTRATION PROCEDURES.....ccccctttiieittieeiitreeeeiteeeessseeesssseeessssesessssesessssseeesssesessnssesssssesesnnnes C-6

F. RETURN PROCEDURES .....eiiiiiiiiiiiiiiieeeeciittieee e e eeetitee e e e e eeettaaeeeeeeesastassesaseesessssseeeeessssssseesensnssenes Cc-9

1. Identifying Student Materials..........ccecureirieirieirieieierce ettt C-9

2. Labeling and Coding of the Form A and Customized Test Booklets/Answer Documents................ C-10

3. Packaging Of TESt MALETIALS .......c.evrveirriieteieteteteiete ettt ettt sttt et et ss et seete s esessesessesessesessesens C-10

Spring 2007—ELDA Test Administration Manual
i



English Language Development Assessment Test Administration Manual

TABLE OF CONTENTS

G. ADDITIONAL INFORMATION ......uuviiiiieiiiiiiiieeeeeeeitteeeeeeeeeeitteeeeeeeeeeessreeeeeeeesiasseeeeeeeesesssseeseeeesasnnes C-10

1. ELDA Security Affidavit Form for Alternative Response Options...........c.ceceeveeeveeerieerieverienerennes C-11

2. Office of Assessment Special Circumstances Request FOrm..........ccooooevveiieviiiiiciiicciiceeeceeen C-13

APPENDIX D—FORMS D-1
AGREEMENT TO MAINTAIN TEST SECURITY AND CONFIDENTIALITY FOR DISTRICT TEST COORDINATORS

AND SCHOOL TEST COORDINATORS......uvvveeeeeeeierrrreeaeeeeiiarrseeeeeesisisssesseeesseeissssesssesassssssessssesssssssessees D-3
AGREEMENT TO MAINTAIN TEST SECURITY AND CONFIDENTIALITY FOR TEST ADMINISTRATORS,

MONITORS, OR OTHER APPROPRIATE PERSONNEL........uvviiiiiiiiiiiirieeeeeeeiiireeeeeeeeeeanreeeeeeeesarereeeeeeenans D-5
SCHOOL SECURITY CHECKLIST ...vveeeititeeeitteeeeeteeeeeetseeeesseseesessesessssssessossssessssssessssssesssssssessssssessssssassns D-7
ELDA IRREGULARITIES—SPRING 2007 .....uetiiiiiiiiieiiiiiiie ettt e ettt e e e e eette e e e e e eeeiaareeeeeeeenenreeas D-9
ELDA DO NOT DISTURB SIGN.......ueiiiitiiieiitieeeiiiieeeetteeeeetteeeesseeeessssseessssesesssssessssssessssssesssssssesssnnes D-11

APPENDIX E—MONITOR’S SECTION E-1
MONITOR REQUIREMENTS .....uuviiiiiiiieeeireeeeitteeestreeeeseseeeesssseeesssseesssssseesssesessssssessssesessssssessnssesennnnes E-1
MONITOR RESPONSIBILITIES AND DUTIES .....cuviiiiiiiiiiiiiiiieeeeceiiitee e e e eeiirree e e e eeivvreeeeseeaesasaeeeeeeenennnnas E-1
ADMINISTRATIVE GUIDELINES.......cceettttteeeeeeeeeitureeeeeeeeeissssseseeesiissssesseseessssssesseeessssrsseseseesssseseseseesnes E-2
TESTING NOTIFICATION ....vveeeutvteeesitreeeeetreeeessseeessseeesssssseesssssseasssssessssssessssesessssssesssssesessssessssssesesnnnes E4
TESTING DAYS AND HOURS....cciiiiiiiiiiiiiie ettt e e tta e e e s e eaatar e e e e e e eataaaeaeeeeeenesseees E4
APPROPRIATE TEST ENVIRONMENT ......uuviiiiiiiiiiiiiiieeeeeeeiitteeeeeeeeitteeeeeeeeeeiareeeeeeeeeesaveseeeeeeeesreseeeeeeannns E4
LEGAL REQUIREMENTS FOR TEST SECURITY ...vviiiiuriieeieiieeeirieeeesireeeestseeesssresessasseeessssesesssssessssssesesnnnes E-8
STATE BOARD REGULATIONS .....cviiiiiiiiieceitie e et e e ettt ettt eeett e e ettt e e e ataeeeeaaeeeeetteeeeeataeaeesseesensrenaens E-9
TEST SECURITY VIOLATIONS AND STUDENTS WITH DISABILITIES ....cceveeieeiiiiiieeeeeeeeiinreeeeeeeeiiinneeeeeeeenns E-12

AGREEMENT TO MAINTAIN TEST SECURITY AND CONFIDENTIALITY FOR TEST ADMINISTRATORS,
MONITORS, OR OTHER APPROPRIATE PERSONNEL........uvviiiiiiieiiireeeeeeeeeiieeeeeeeeeeeeneeeeeeeeennneeeeeeeens E-15

Spring 2007—ELDA Test Administration Manual
1ii






English Language Development Assessment Test Administration Manual

INTRODUCTION

Title III law, a part of the No Child Left Behind Act of 2001, requires that states develop annual
measurable achievement objectives (AMAOs) for limited English proficient students. These objectives
are to include (1) annual increases in the percentage of students making progress in learning English;
(2) annual increases in the percentage of students attaining full English proficiency; and (3) adequate
yearly progress (AYP) for limited English proficient (LEP) students. The English Language
Development Assessment (ELDA) was developed to serve as the tool for gathering necessary data
for establishing and reporting AMAOs 1 and 2. The ELDA consists of four tests designed to measure
academic and social language proficiency in the domains of listening, speaking, reading, and writing.
From the listening and reading tests, a comprehension score is calculated. Overall English proficiency—
ELDA level (1-5)—is based upon a composite score that is derived from all four domains: listening,
speaking, reading, and writing.

The ELDA test was developed collaboratively by member states in the Limited English Proficient
State Collaborative on Assessment and Student Standards (LEPSCASS) and the Council of Chief
State School Officers (CCSSO), and was partially funded by a grant from the U.S. Department of
Education. The first statewide administration of the ELDA in South Carolina took place in spring
2005. This first administration involved all limited English proficient students in grades 3—12. AK-2
version of the assessment has since been developed and was administered to all K—-2 limited English
proficient students in spring 2006.

Using Tais MANUAL

This Test Administration Manual (TAM) for the ELDA contains general information about the
assessment and specific information about administering the reading, writing, listening and speaking
ELDA tests for grades K—12.

The information in this manual is essential to the successful administration of the ELDA. Before
administering this assessment, review the information in this manual to familiarize yourself with the
assessment administration procedures.
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TEST SECURITY

LEcAL REQUIREMENTS FOR TEST SECURITY

S.C. Code Ann. § 59-30-10 (i) (1990) requires the State Board of Education, through the State
Department of Education, to provide for the security and integrity of the tests that are administered
under the assessment program.

S.C. Code Ann. § 59-1-445 (Supp. 2002) addresses violations of mandatory test security regulations
and procedures, penalties, and investigations. The following is an excerpt from this section:

(1) Itisunlawful for anyone knowingly and willfully to violate security procedures regulations
promulgated by the State Board of Education for mandatory tests administered by or
through the State Board of Education to students or educators, or knowingly and willfully
to:

(a) Give examinees access to test questions prior to testing;

(b) Copy, reproduce, or use in any manner inconsistent with test security regulations
all or any portion of any secure test booklet;

(c) Coach examinees during testing or alter or interfere with examinees’ responses in any
way,

(d) Make answer keys available to examinees;

(e) Fail to follow security regulations for distribution and return of secure test [materials]
as directed, or fail to account for all secure test materials before, during, and after
testing;

(f) Participate in, direct, aid, counsel, assist in, encourage, or fail to report any of the acts
prohibited in this section.

Any person violating the provisions of this section or regulations issued hereunder is guilty
of a misdemeanor and upon conviction must be fined not more than one thousand dollars
or be imprisoned for not more than ninety days, or both. Upon conviction, the State Board
of Education may suspend or revoke the administrative or teaching credentials, or both, of
the person convicted.

(2) The South Carolina Law Enforcement Division shall investigate allegations of violations
of mandatory test security, either on its own initiative following receipt of allegations, or at
the request of a school district or the State Department of Education.

The South Carolina Law Enforcement Division shall furnish to the State Superintendent of
Education a report of the findings of any investigation conducted pursuant to this section.

(3) Nothing in this section may be construed to prohibit or interfere with the responsibilities
of the State Board of Education or the State Department of Education in test development
or selection, test-form construction, standard setting, test scoring, and reporting, or any
other related activities which in the judgment of the State Superintendent of Education are
necessary and appropriate.
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TEST SECURITY

STATE BOARD REGULATIONS

S.C. Code Ann. § 59-1-447 (1990) requires the State Board of Education to establish detailed
mandatory test security procedures by regulation.

The State Board of Education promulgated revised test security regulations that became effective June
27,2003. These regulations, 24 S.C. Code Ann. Regs. 43-100 (Supp. 2003), are reprinted below:

L. Tests administered by or through the State Board of Education shall include but are not limited
to:

A. The statewide tests, as defined in the State Board of Education Regulation 43-262, including
field tests and pilot tests;

B. Examinations for admission to teacher education programs and teacher certification
examinations;

C. Examinations for admission to programs such as the gifted and talented program;
D. The High School Equivalency Program test (GED).

I1. As used in this regulation, “local school board” means the governing board of a public school
district as well as those of special school districts, special schools, and institutions that utilize
tests administered by or through the State Board of Education.

III.  Each local school board must develop and adopt a district test security policy. The policy must
provide for the security of the materials during testing and the storage of all secure tests and
test materials, before, during, and after testing. Before and after testing all materials must be
stored at a location(s) in the district under lock and key. This also applies to district-owned
materials that are the same as those used in any State-operated testing or assessment program.
Throughout the time testing materials are under the control of the school district, tests must be
secured under lock and key when not in use for approved test administration activities.

IV.  Each District Superintendent must designate annually one individual in each district for each
mandated assessment who will be the sole individual in the district authorized to procure test
instruments that are utilized in testing programs administered by or through the State Board of
Education. The name of the designated individual must be provided to the State Department
of Education (SDE) in writing. When the testing program involves procurement of materials
available commercially, the designated individual must be the sole individual in the district
authorized to procure commercial test instruments which are utilized in testing programs
administered by or through the State Board of Education.

V. State-owned test materials and district-owned materials that are the same as those utilized in
any State-mandated testing program must not be used for census testing in the grades included
in the State-mandated program(s) except on testing dates specified by the State Department of
Education.
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TEST SECURITY

VI.  Individuals must adhere to all procedures specified in all operating manuals governing the
mandated testing programs. Manuals are provided by or through the SDE.

VII. A. The State Board of Education may invalidate test scores that reflect improbable gains and
that cannot be satisfactorily explained through changes in student populations or
instruction;

B. In cases where test results are invalidated because of a breach of security or action of the
State Board of Education, any programmatic, evaluative, or certification criteria dependent
upon the data will be deemed to not have been met.

VIII. Any individual(s) who knowingly engage(s) in any activity that results in the invalidation
of scores derived from teacher certification examinations, the examinations for admission to
teacher education programs, and/or the High School Equivalency Program test (GED) forfeits
all opportunities to retake the test(s).

IX.  Anyknowing involvement in the presentation of forged, counterfeit, or altered identification for
the purpose of obtaining admission to a test administration site for any of the tests administered
by or through the State Board of Education will be considered a breach of test security within
the meaning of S.C. Code Ann. Section 59-1-445 (1990). Any individual(s) who knowingly
cause(s) or allow(s) the presentation of forged, counterfeit, or altered identification for the
purpose of obtaining admission to any test administration site specified in this paragraph
forfeits all opportunities to retake the test(s).

X. Each of the following is considered a breach of professional ethics which may jeopardize the
validity of the inferences made on the basis of test data, and as such are viewed as security
violations which could result in criminal prosecution and/or disciplinary action to an educator’s
professional certificate.

A. Failing to administer tests on the test dates specified by the SDE.
B. Failing to maintain an appropriate testing environment, free from undue distractions.

C. Failing to proctor the test to ensure that examinees are engaged in appropriate test-taking
activities.

D. Providing examinees with access to test questions or specific test content prior to testing.
E. Providing examinees with access to answer keys prior to or during testing.

F. Keeping, copying, reproducing, or using in any manner inconsistent with the instructions
provided by or through the State Department of Education any test, test question, or specific
test content.

G. Keeping, copying, or reproducing in any manner inconsistent with the instructions provided
by or through the State Department of Education any portion of examinee responses to any
item or any section of a secure test.

Spring 2007—ELDA Test Administration Manual
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TEST SECURITY

H. Coaching examinees, altering examinee responses, or interfering with examinee responses
in any way prior to, during, or after testing. This includes hinting to examinees about the
correctness of their responses.

I. Failing to follow instructions specified in the test manuals for the distribution, storage,
or return of test materials or failing to account for test materials before, during, or after
testing.

J. Failing to follow all directions pertaining to the administration of a test as specified in the
test manuals for that test. This section includes failure to clear the memory of calculators
used on a test as directed in the test manual.

K. Allowing, participating in, assisting in, or encouraging any unauthorized access to test
materials prior to, during, or after testing.

L. Disclosing the contents of any portion of secure materials or discussing the contents of
secure tests with examinees, teachers, or other educators before, during, or after testing.

M. Leaving in view of examinees during test administration materials that are content or
conceptually related to the ELDA subtests being assessed.

N. Providing references or tools other than those specifically allowed in test manuals. Providing
references or tools during test administration at times other than those specifically allowed
in test manuals.

O. Not providing accommodations (to include customized test forms and modifications) as
appropriate for students with Individual Education Programs or 504 plans. This includes
providing more accommodations (customization, modifications) than appropriate.

P. Excluding examinees or exempting from assessment students who should be assessed.

Q. Failing to return test materials for all examinees.

~

Engaging in inappropriate test preparation practices that invalidate the test scores. These
practices include activities that result in an increase in test scores without a simultaneous
increase in the examinee’s real achievement or performance in the content area.

S. Revealing test scores or test performance to anyone not involved in the education of the
examinee.

T. Altering test scores in electronic records or files.
U. Failing to report a security breach.

XI.  The South Carolina Department of Education has the right and responsibility to observe test
administration activities without prior notice in order to monitor adherence to test security.
Examinees should be made aware that monitoring may occur.

XII.  Any suspected violation of security must be reported to the South Carolina Law Enforcement
Division (SLED).

Spring 2007—ELDA Test Administration Manual
5



English Language Development Assessment Test Administration Manual

TEST SECURITY

XIII. If a security breach occurs in a district rendering test forms or test items unusable, funds
equivalent to replacement costs may be withheld from the district by the State Department
Education at the discretion of the State Board of Education.

XIV. At the discretion of the State Board of Education, an educator may receive a public or private
reprimand or the credentials of an educator may be suspended or revoked based on evidence of
violation of test security provisions.

GUIDELINES FOR REPORTING TEST SECURITY VIOLATIONS

All suspected test security violations as defined in S.C. Code Ann. Section 59-1-445 (2004) or 24
S.C. Code Ann. Regs. 100 (2003) will be reported to the South Carolina Law Enforcement Division
(SLED) in one of two ways: (1) for investigation or (2) for information. Allegations in which someone
knowingly or willfully violates provisions of the SC Code will be referred to SLED with a request
to investigate. Allegations in which someone may have violated a State Board Regulation will be
referred to SLED for information.

Suspected test security violations must be reported to the Office of Assessment but also may be reported
directly to SLED by the district. Internal review committees within the Department of Education will
review all of the circumstances of each reported case and make a determination of the action to pursue.
As appropriate, the district will be notified by the SDE when the report is forwarded to SLED. Reports
may serve as a basis for initiating invalidation of test scores or for other action by the State Board of
Education. The SDE will notify the district when the SDE receives a final report from SLED.

The following guidelines outline the steps that should be followed when investigating a suspected
test security violation and the documentation that must be provided to the Office of Assessment when
reporting the results of the district investigation into the incident.

1. If a test security violation is observed within a school, the individual(s) observing the incident
must notify the School Test Coordinator (STC) or District Test Coordinator (DTC) as soon as
possible. The STC must notify the DTC immediately regarding the violation.

2. The DTC and the STC are responsible for conducting a comprehensive investigation to reconstruct
what occurred to cause the allegation. The investigation should capture information including
the “who, what, where, when, and how” of the incident. As soon as possible after learning of the
incident, the STC and/or the DTC should interview each person involved with the incident; all
interviews should be conducted individually to elicit the most reliable information. Open-ended
questions should be used during the interview process to obtain the most compelling evidence. In
the case of student interviews, the STC should write a summary of the information learned from
each student; it is not necessary to have the students provide a written statement. The STC should
obtain a written statement of the events from each adult involved in the situation, including the
accused. Statements should be signed in ink and dated (dd/mm/yy).
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3. The STC and/or DTC must write a summary of the information obtained from all persons with
knowledge of the incident as aresult of the interviews. The summary should provide a reconstruction
of all events pertinent to the allegation giving all related facts. The summary should not include
judgments or conclusions regarding the guilt or innocence of the accused. The summary should
include statements that explain how the violation was reported to the STC and information that
support or refutes the credibility of any witness. In the summary, the STC or DTC should discuss
any actions taken as a result of the investigation and should indicate if the district has already
referred the allegation to SLED.

4. The DTC will forward his/her report to the SDE. In addition to the summary of the incident, the
following information must be provided, as appropriate and available:

a. name of testing program (e.g., ELDA)
b. the name of the person reporting the alleged violation

date(s) of the alleged test security violation

/e °

district name
school name
first, middle, and last name of person who allegedly committed the violation

teacher certification number, if applicable

= @ oo

the test subject area(s)

—

. the grade level of the test(s)
J. security number from the students’ test booklets/documents

k. student(s) impacted by the violation, if applicable, giving the first, middle, and last name and
student ID numbers (If the allegation involves a group of students, all would be listed.)

1. student ID numbers (Ifit is a class of students, all would be listed.)
m. gender of each student
n. ethnicity of each student

5. To protect the confidentiality of the parties involved, all documents must be mailed to the Director
of Assessment, 607 Rutledge Building, 1429 Senate Street, Columbia, SC 29201. Documents may
also be faxed as long as a staff member in the Office of Assessment is notified immediately prior
to sending.

Districts are encouraged to establish internal reporting procedures to supplement these guidelines.
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TEST SECURITY VIOLATIONS AND STUDENTS WITH DISABILITIES

DTCs and STCs should work closely with special educators at the school level to ensure that all
accommodations and modifications, allowable on the ELDA, are provided for students with disabilities
in accordance with each student’s individualized education program (IEP) or 504 Plan.

The State Board of Education Regulation 24 S.C. Code Ann 59 (2003) states that not providing
accommodations (to include customized test forms and modifications) as specified for students with
IEPs or 504 Plans or providing more accommodations (customization, modifications) than specified
are considered breaches of professional ethics that may jeopardize the validity of the inferences made
on the basis of test data. As such, these actions are viewed as security violations that could result in
criminal prosecution and/or disciplinary action to an educator’s professional certificate.

In the event of a test security violation involving testing accommodations or modifications for students
with disabilities, the DTC must report the test security violation in accordance with the procedures
outlined in the previous section.

The school/district must also convene the IEP/504 Plan team to review the test security violation.
During the meeting of the IEP/504 Plan team, the team may consider only the testing accommodations or
modifications as written in the IEP/504 Plan and may not change the accommodations or modifications
specified in the plans. The team must address the test security violation as follows. If a student

¢ received a modification that is not specified in the IEP/504 Plan, the team must invalidate
the test administration by placing a Do Not Score label on the student’s test booklet/answer
document.

¢ received an accommodation that is not specified in the IEP/504 Plan, the team must determine
whether the unauthorized accommodation causes the test administration to be invalid.

¢ did not receive a testing accommodation or modification that is specified in the IEP/504
Plan, the team must determine whether the test administration is valid without the specified
accommodation and/or modification.

If the IEP/504 Plan team determines that

o the test administration is valid, the test is returned for scoring. Remember to mark the correct
accommodations and modifications codes on the front cover of the student’s test booklet/answer
document.

e the test administration is not valid, the district must invalidate the test by placing a Do Not Score
label on the student’s test booklet/answer document, report the violation to the SDE, and return
the test booklet/answer document to the contractor.
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ADMINISTRATIVE GUIDELINES

TEST ITEMS ARE SECURE

While the ELDA K-2 inventory items are not secure, they should not be widely disseminated. ELDA
3—-12 test items are secure. It is not permissible for monitors, TAs, STCs, DTCs, parents, principals,
or other school personnel to open 3—12 test booklets for the purpose of reading test items.

Do not leave secure materials unattended at any time. If a TA must leave the room before testing
begins, the test booklets should be placed in a secure, locked cabinet, closet, drawer, etc., or all test
booklets should be taken with the person.

Monitors, TAs, STCs, and other school and district personnel (including principals, assistant principals,
and guidance counselors) are not permitted to read test items before testing, during testing, or after
testing.

Teachers should not discuss test items with students even if students ask questions about content on the
tests. TAs should take extra care when reviewing or answering questions during the testing period.

After testing, access to secure materials is restricted to supervised sessions for completing or editing
demographic codes on student test booklet/answer document covers.

TEST SECURITY AGREEMENT FORMS

All school and district personnel who will have access to secure test materials are asked to sign the
Agreement to Maintain Test Security and Confidentiality form. Two types of forms are available
for district/school use. One form is for DTCs and STCs; the other form is for test administrators,
monitors, and all other personnel who may assist with testing. Test security forms should be signed
after each person has participated in ELDA training. The DTC is responsible for collecting and
storing the forms for three years.

These forms are provided in Appendix D. They may be copied. Districts may add their own test
security agreements.

CopING oF DEMOGRAPHIC INFORMATION ON TEST BOOKLETS AND ANSWER DOCUMENTS

Sessions supervised by the STC for the coding of student demographic information may be held no
more than two weeks before testing. Access to the test booklets (K—2) and answer documents (3—12)
is restricted to the labeling and coding of the outside and inside of the front covers (pages 1 and 2) of
the test booklets and answer documents.

PoLicy oN USE oF ELECTRONIC COMMUNICATION, IMAGING, AND PHOTOGRAPHY DEVICES

Students may not bring into the testing location any electronic or other device that can be used for
communicating, timing, or imaging. These devices include, but are not limited to, cell phones, pagers,
beepers, headphones, stopwatches, electronic translators, hand-held devices, PDAs, or any electronic
imaging or photographic device.
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TEST ADMINISTRATOR AND MONITOR PARTICIPATION DURING TESTING

During testing, TAs are encouraged to walk around the room to check that students are following the
directions for appropriately darkening bubbles for multiple-choice items, and working on the lines or
in the space for constructed-response items.

The diagram below shows an example of correctly and incorrectly marked bubbles.

E USE NO. 2 PENCIL ONLY D»

CORRECT MARK INCORRECT MARKS
® P RO

If a problem is detected, such as a student drawing a single line through a bubble, it is permissible to
alert the student. It is also permissible to give general reminders to the class. For example, the TA
could say “Remember to do a good job of erasing if you need to change an answer.”

While walking around the classroom, it is also permissible for TAs to check that students are following
the directions for marking their responses in the correct section of the answer document. For example,
answers to questions in the reading test must be marked in the corresponding section of the answer
document. The TA may remind students that writing responses must remain inside the page border to
be scored.

TAs should remind students to complete all questions in a given section of the test. The TA may say
to the class “Remember to continue working until you come to the stop sign.”

It is not permissible, however, to stop and read test items or students’ responses in their test booklets/
answer documents or to indicate to students that they should change their answers in any way. TAs
should not look through the students’ test booklets/answer documents after they are turned in to make
sure that all questions were answered.

TESTING NOTIFICATION

DTCs and STCs should make sure that students and their parents or guardians are notified about
the testing schedule. All parents should be told in advance the dates and times each test will be
administered.

Parents should be notified, in advance, of any special conditions that will apply to the testing of their
children.
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TESTING DAYS AND HOURS

As stated in the State Board Regulations, all schools must administer tests on the dates specified by
the SDE. Districts should determine policies for the testing hours in their schools. Testing may begin
at any time during school hours that allows sufficient time for students to complete the assigned test.
For example, a test could begin at 1 p.m., providing that school hours continue to 3 p.m. or later.

The ELDA is not a timed test. Therefore, students should be given as much time as they need

to complete each section of the test. Since some students may take a much longer time period

to finish testing than other students, districts should develop guidelines for schools to follow
regarding what TAs may tell students who have completed and turned in their test for that day.
The length of time the school can allow a student to continue working on a test is dependent upon
the student, the testing situation, and the information available to the TA. As long as the student
actively works on items (e.g., bubbling responses and writing), the TA must allow the student to
continue with the test.

District policy should dictate whether staying after school to administer or take tests is an
acceptable option. ELDA tests, however, must begin and end on the same day unless the student
has an IEP specifying administration of a single test over several days.

APPROPRIATE TEST ENVIRONMENT

Planning for and providing an appropriate test setting is essential. The following are some considerations
for ensuring that all students have an equal opportunity to perform their best on the ELDA.

Students should be tested in rooms that have good lighting, adequate ventilation, and sufficient
space.

Schools are strongly encouraged to avoid large-group administrations in settings such as the
library or cafeteria.

Testing in a familiar classroom setting should reduce test anxiety for students and should simplify
test security.

Freedom from interruptions or distractions is important to any testing environment; the classroom
should be quiet. A “Do Not Disturb” sign is included in Appendix D; it may be removed from
this manual and taped to the outside of the classroom door.

Word walls must be taken down or covered during any type of testing. Any subject-related
materials must be covered or removed from the walls, doors, windows, student desks, floors,
ceilings, or windows before test administration begins.
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MAKE CONTINGENCY PLANS FOR DISRUPTIONS DURING TESTING

Make contingency plans for unexpected disruptions. Schools should have policies and procedures in
effect for classroom disturbances that interrupt testing. TAs should know how to handle disruptions
such as unruly students, students arriving to school late, parents wanting to pick-up children during
the test period, etc.

FIre DRriLLS, BoMB THREATS, POWER FAILURE

If a fire drill or bomb threat occurs during testing, the TAs should collect the booklets and other
secure materials as the students file out of the room. The TA can keep the booklets secure by taking
them outdoors or locking them in a secure location within the classroom.

If a power failure occurs early in the day, wait a reasonable amount of time to determine if testing can
begin or resume on that day. If power is off for several hours, reschedule the test administered that
day to another day within the state testing window.

TESTING IRREGULARITIES

Often incidents occur during testing that may impact a student’s score. Testing irregularities are
defined as any situation that interferes with the usual or prescribed testing procedure as specified in
the TAM. For example, a student may become ill or a disruptive student may disturb classmates taking
the test.

STCs and DTCs need to be informed of these situations so that a decision can be made regarding the
validity of the student’s score. The ELDA Irregularity Form, found in Appendix D, is provided so
that test administrators can record and report these incidents to the STCs.

TAs should report any incident on the form that is believed to significantly affect a student’s score. It
is not necessary to record minor incidents such as a sleeping student, a daydreaming student, a student
reading aloud, or accidental noises such as a garbage truck or the Public Address system.

STCs, in conjunction with the DTC, should collect and review the irregularities to determine if
the school or district should take further action. Some irregularities may necessitate the addition
of an explanation to a student’s record.

Each DTC must keep the ELDA Irregularity Forms on file for one year. Do not send these forms to
the test contractor.

STUDENT CHEATING

When cheating is suspected, the school should follow policies and procedures established by the
district for investigating and documenting this type of incident. If cheating is confirmed, the STC may
choose to place an unscorable document label on the student’s test booklet/answer document before
returning it to the contractor. The STC should also attach a note to the student’s score report indicating
the violation and stating that the specific scores may not be representative of the student’s proficiency.
It is not necessary to report student cheating to the SDE.
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STUDENT ILLNESS OR HOSPITALIZATION

Students who are described by a doctor as “physically and/or mentally unable to test” or “medically
unable to attend school” during the testing window should be added to the “Students Not Tested on
ELDA Report.” Be sure to request the proper medical documentation from the parents following the
Guidelines provided by the Office of Research in their 2006 memo. Place an unscorable document
label on the student’s test booklet/answer document before returning it to the contractor.

STUDENT INJURY

Students who suffer injuries may be scheduled for testing later in the testing window if the student’s
condition warrants this delay. If a student cannot write or bubble answers because of an injury, such
as a broken arm, the testing may be delayed and the student may follow any of the options listed
as an accommodation on page C-2. These accommodations include changing the setting, timing,
scheduling, presentation, or using one of the alternative response options. For example, some students
find it easier to use a computer to type responses when they have a broken finger, broken wrist, or a
broken arm. Other alternatives include having the student indicate the answer choices non-verbally
(pointing) or dictating responses to a qualified individual. In each case, the TA and STC should follow
the guidelines set forth in Appendix C.

STUupENT BECOMES ILL DURING TESTING

If a student is nauseated, vomits, bleeds, or displays other severe distress symptoms, the following
guidelines offer appropriate actions for the TA and the STC to implement as needed. For any of these
situations, document the incident in the student’s records, indicating that the specific score may not be
representative of the student’s achievement.

GUIDELINES FOR STUDENTS WHO BECOME ILL DURING TESTING

1. The TA should excuse the sick student from the testing room. The TA should not leave the room.
If possible, send a monitor to accompany the child to the restroom, nurse’s office, or other sick
room.

2. If necessary, school procedures for dismissing students from the room should be followed as
specified by school policies and procedures. Students should take a supervised break until the sick
child is situated and the student’s desk and the classroom have been cleaned. The determination
to remove students from the classroom depends on the severity and the timing of the sickness. If
available, students could be moved to another classroom to complete the test.

3. The TA can retrieve and save the student’s test booklet/answer document for further use if it was
not severely damaged. Reusable test booklets/answer documents are those that can be scanned by
a machine and therefore scored.

4. Tt is acceptable to transfer student responses from the damaged test booklet/answer document to a
new test booklet/answer document (obtained from the school overage) if the transcription can be
accomplished in a safe, supervised, and secure manner.
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. The TA should return the partially completed test booklet/answer document to the STC and sign in
the test booklet/answer document.

. Damaged test booklets/answer documents should be destroyed or disposed of in a secure manner
(e.g., shredding, burning) and this action must be documented on the Security Checklist so that test
integrity is maintained at all times.

. Ifanew test booklet is needed during make-up testing, obtain the appropriate grade cluster and test
booklet (and answer document, if applicable) from school overage, remembering to sign for the
materials on the security checklist at the appropriate times. The security number of the new test
booklet/answer document must be entered in the appropriate place on the security checklist.

. Remember to place a single document label on the new test booklet/answer document and handcode
all student demographic information. Follow the directions provided in Appendix A.
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DTC anp STC REQUIREMENTS

e DTCs and STCs are responsible for knowing and understanding all of the policies and procedures
given in the 7AM. DTCs are also expected to follow these additional procedures set forth in the
DTC Manual.

e DTCs must attend the spring pretest workshop presented by the contractor and the SDE to
receive training on test security procedures, the receipt and return of test materials, and other
policies and procedures regarding the administration of the ELDA. STCs may also attend this
workshop.

e DTCs must conduct training sessions for all STCs. This training should include all information
provided at the spring workshop.

e STCs must be certified employees of the district and knowledgeable about security, coding,
administration, and receipt and return procedures.

e DTCs or STCs must hold training sessions for TAs (including substitutes) and monitors.
Training sessions should cover test security, coding, administration, and return procedures.

e DTCs or STCs must provide TAs with procedures to follow if circumstances occur that disrupt
testing (e.g., the fire alarm rings, a student becomes ill or uncooperative, one or more students
appear to be cheating).

e FEach TA must receive a TAM. TAMs should be available and retained by the TA throughout the
testing session so that they have sufficient opportunity to become knowledgeable of all policies
and procedures.

TEST ADMINISTRATOR REQUIREMENTS

e FEach TA should have a copy of the TAM. TAs are responsible for knowing and understanding all
policies and procedures discussed in the TAM.

e [t is the responsibility of the DTC and/or the STC to provide adequate training for all TAs.

e [tis the DTC’s responsibility to approve qualified TAs. TAs, however, must meet one of the
following criteria:

1. an employee of the district who is certified;

2. an employee of the district who is a critical needs teacher and has a letter of eligibility, an
interim certificate, or a critical needs certificate;

3. asubstitute teacher who is certified and employed by the district on an “as needed” basis;

4. someone who was a certified teacher but has allowed the teaching certificate to expire due
to retirement, change of career, etc., and has been approved by the DTC as a qualified test
administrator; or

5. someone who is not certified but has been employed by the school district in an instructional
capacity and has been approved by the DTC as a qualified TA.
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e During testing, a trained TA must be present at all times.

e FEven if a test is administered in a location other than the school, the TA must meet the criteria
specified.

e TAs cannot administer tests to close relatives (e.g., children or grandchildren).

MONITOR REQUIREMENTS

e The use of monitors is recommended to facilitate the administration of the tests and to ensure that
test security is maintained.

e A monitor can be a teacher’s aide, a parent, or other district or school personnel (e.g., music
teachers, P.E. teachers, counselors).

e Monitors cannot be in rooms where their close relatives are being tested.

e [t is not permissible for a monitor to be left in charge of a test administration session; the TA
should remain with the students and send the monitor out in case of an emergency.

e The STC must review testing procedures, test security, and duties with monitors.

e A separate section, Appendix E, is provided to assist with the training of monitors. These pages
can be copied.
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STUDENT PARTICIPATION IN ELDA K-12

All students in grades K—12 who are determined to be limited English proficient (LEP) should
be tested. This determination is initially based upon the completion of a home language survey and
the initial assessment of their English proficiency. Subsequent to this initial determination, English
proficiency is determined by student performance on the ELDA. LEP students must continue to take
the ELDA until they have scored at Level 5, fully English proficient, for three consecutive years. This
requirement is to ensure that the student is academically proficient in English at grade level before
exiting LEP status.

Prior to testing, all LEP/ESOL students must be properly coded in SASI. The following fields must
be updated:

“ESL,” Student Atom, Pg 1

“U.S. Sch Entry,” Student Atom, Pg 3
“PrimLang,” Student Atom, Pg 2
“ESOL,” Student Services Program Atom
“ELLI,” Student Services Program Atom

This testing policy includes all LEP students with IEPs or 504 Plans, suspended LEP students,
home school LEP students who are registered through the district or local school board, homebound
LEP students, homebased LEP students, charter school LEP students, and LEP students who are
incarcerated.

LEP students who are not tested include the following:
1. students who are expelled (unless the student has an IEP),
2. expelled students who were scheduled to take PACT-ALt,

3. homebound students for whom the district has documentation indicating that the student is not
physically and/or mentally able to take the tests,

4. home school students who are registered through one of the professional home school
organizations [S.C. Code Ann. Section 59-65-47 and Section 59-65-45], and

5. students who attend a private school.

SUSPENDED STUDENTS

Students who are suspended (with or without disabilities) must be tested. The district or school could
consider delaying the suspension dates, bringing the student(s) into the school during the suspension
period for testing purposes only, or testing the student(s) in an alternative location.
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HoME SCHOOL STUDENTS

Parents or guardians may teach their children at home if the district board of trustees of the district in
which the children reside approves the instruction.

Students whose home school program is registered through the district must be tested according to the
following legislation:

The tests must be administered by a certified school district employee either with public school
students or by special arrangement at the student’s place of instruction, at the parent’s option. The
parent is responsible for paying the test administrator if the test is administered at the student’s
home... [(S.C. Code Ann. Section 59-65-40 (A)(6)(1990)].

Students who are home schooled outside the district’s authority cannot be tested with state tests.
These students are considered private home school students and private school students are not tested
with state tests.

HOMEBOUND STUDENTS

Homebound students (with or without disabilities) are those students who receive instruction at home
or in the hospital because they cannot attend school due to illness, accident, or pregnancy, even with the
aid of transportation [24 S.C. Code Ann. Regs. 43-241 (Supp. 2000)]. The district must administer
the required tests to a student who is sick and homebound if the student is physically and/or mentally
able to take the test. It is a district’s decision to choose whether or not to have a monitor present when
testing homebound students.

HOMEBASED INSTRUCTION

Homebased instruction includes students who normally receive instruction at a place other than school
because the student’s IEP team has determined this placement to be the appropriate, least restrictive
environment for the administration of the student’s educational program. The district must send a TA
to the place of instruction.
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MANUALS

The TAM provides policies and procedures for all test administration personnel, but particularly DTCs,
STCs, and TAs to read and implement during the administration of the ELDA.

e The 7AM is not a secure document. STCs and TAs may keep the TAM so that it is available for
reference during test administration.

e The TAM covers specific information about the ELDA administration, test security, test materials,
test administration directions, and coding instructions for the ELDA.

e A TAM should be given to each TA as early as possible before the ELDA administration to
provide ample time to read and study the procedures and administration directions.

The DTC Manual provides additional guidelines and procedures that each DTC will follow for receipt
and return of test materials.

USE OF SUPPLEMENTAL TEST MATERIALS

REFERENCE MATERIAL

Use of the following types of reference materials are not permitted during test administration:
dictionaries and thesauruses, word lists, spelling lists or books, wall lists, and other alternative types
of reference books.

HiGHLIGHTERS AND COLORED PENCILS

SDE policy is that only students with documented disabilities (IEPs or 504 Plans) may use a highlighter
or have portions of the test highlighted for them.

The scanning and scoring of a student’s test booklet/answer document may be affected if a student with
disabilities uses a highlighter that contains carbon and marks too close or within the answer bubbles.
Any rescores required as a result of these problems will be completed at the district’s expense.

All students may use black lead or colored pencils to underline text, take notes, or to do scratch work
within the test booklets.

CoOLORED QVERLAYS

Colored overlays are permitted for students with documented disabilities (IEPs or 504 Plans), but may
not be used by other students.

SECURE MATERIALS SENT TO SCHOOLS

All ELDA materials for each school are individually numbered and must be accounted for throughout
the assessment and returned to DRC after testing (BOTH USED AND UNUSED).
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Secure materials include:
A. All reading/writing and listening/speaking test booklets;
B. All K-2 inventories;
C. All student answer documents;
D. All listening and speaking prompt CDs; and
E. All Speaking Scoring Guides

Before and after an assessment administration, all assessment materials (both used and unused) must
be kept in a secure location designated by the STC. Unless directed otherwise by the STC, TAs are
responsible for returning secure assessment materials to the storage area after each administration.
Only those individuals authorized by district policy should have access to these materials. Under
no circumstances should students have access to assessment materials before or after the assessment
session.

PROCEDURES FOR SECURE MATERIALS

e Secure materials must be kept in secure, locked storage when not in use. If possible, the secure
location should not have outside or inside windows. Also, secure test materials should not be
stored in the same room as a copy or a fax machine or any other frequently accessed equipment.

e The STC is responsible for inventory control; schools and districts will be held responsible for
missing materials.

e Schools must use the School Security Checklist to track and monitor the distribution and receipt
of test materials.

e All secure test materials must be returned and signed in on the School Security Checklist
immediately after testing each day.

e Provide an explanation on the School Security Checklist for any secure test materials that are not
received or returned to the STC as required.

e The STC must provide all additional secure test materials needed by the TA. Secure test
materials must not be exchanged among TAs without checking those materials in and out with the
STC and documenting the exchange on the School Security Checklist.

MATERIALS THE SCHOOL MUST SUPPLY

e No. 2 pencils: Only No. 2 pencils are dark enough to ensure accurate scoring. Students must
NOT use pen on any portion of the ELDA—including the writing section of the test.

e Cover sheets: Blank paper (optional).

e Schools must also provide the supplemental materials required by students with disabilities as
specified in the students’ IEP or 504 Plan. It is a violation of Test Security Legislation and State
Board Regulations to allow students to use supplemental materials not specified in their IEPs.
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PROCEDURES BEFORE THE TEST ADMINISTRATION

STEP 1 — TRAINING

Each STC must read the TAM.

Each STC must read and sign the Agreement to Maintain Test Security and Confidentiality form
found in Appendix D.

The STC must select and train TAs several weeks before the testing period.

The STC is responsible for ensuring that each TA receives a TAM. The STC must instruct each
TA to read the TAM before the first day of testing.

The STC is responsible for giving monitors the test security regulations and other necessary
handouts that are provided in Appendix D of the 7AM.

The STC is responsible for ensuring that each TA and monitor understand the policies and
procedures provided in the 7AM.

After training, the STC is responsible for collecting signed Agreement to Maintain Test
Security and Confidentiality forms from all TAs and monitors. You may photocopy the forms
in Appendix D as needed. Any individual who has not signed an Agreement to Maintain Test
Security and Confidentiality form is not allowed access to the test materials.

STEP 2 — INVENTORY TEST MATERIALS

Retain the original shipping boxes for returning test materials.

Check the materials specified on the packing lists against materials received. Materials for each
grade cluster are printed in specific colors.

Compare ranges of security numbers on the security range sheets, which are visible through the
shrinkwrap, with those listed on the security checklists and packing lists.

Check the quantities of materials received to ensure that there are sufficient materials for the
students scheduled to take the tests.

There is no school overage provided for customized test materials.

STEP 3 — NoTiry THE DTC

Once materials have been inventoried, notify the DTC if any secure materials are damaged,
missing, or if the school needs additional materials.

* Damaged materials:
Work with the DTC to determine whether to use test materials with rips, folds, creases, poor
print quality, or other types of irregularities.

* Missing materials:

1. Mark all missing materials on the School Security Checklist.

2. Inform the DTC; the DTC will notify the contractor.
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= Additional materials:

If you receive any additional materials from the DTC, record the type of documents and the
secu